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1. GENERAL

This Instruction provides for a coniimuing system of correspondence
control and logging for the O0ffice of Logistics through use of Form
No., 3521 {to be redesignated Furm No, 238), "File and Routing Slip",
hereafter referred to as ¥Conlprol Ticket!,

2. DEFINITION
For the purpose of this Instruction, correspondence iz intended to
mean memcranga, lebtiers, cables, ui°pc:*hes( reports, and such other

of ficial documents as may require legeing and contersl,

3. SCOPFE

a. All correspondence received from culslide the Office of Logistics
(other than as excepted in paragraph 4.4,) will be received by
or referred to the Records and Services Branch, Admiuistrative
Staff, for reccrding amd/&f routing,
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Divisions and Staffs will continue the control of incoming docu-
ments within their respective components by use of copies of
Form No, 35-1, and will prepare Form No, 35-1 for outgoing corre-
spondence,

Inter-Division and Staff correspondence will bear "Control Tickets"
(Form No. 35-1) and will be routed through the Records and Services
Branch for assignment of control number,

Correspondence prepared and signed at Branch or Division level for
transmission outside the Office will bear Form No. 35-1 "Control
Ticket" or will otherwise be logged to comply with Regulation No.
F paragraph O (2), which requires logging at the initial point
of receipt in an Office, or the final point of dispatch when
leaving the Office,

A1l material bearing "Control Tickets" routed between Divisions or
Staffs will move through the Records and Services Branch, and
material routed between Branches will move through the Division
control point.

Unnecessary and duplicate logging will be avoided whenever possible,
No other logs will be maintained on material bearing "control
Tickets", excepl as prescribed in the Top Secret Control Procedure.

EXCEPTIONS

Enclosure 1 is a list of specific types of corirespondence which

are excepted from the Form No, 35-1 control by reason of the nature
of the material, or the fact that other posting, numbering, or re-
cording serves as adequate record and control,

The exceptions listed do not apply if material is accompanied by
memoranda requiring special attention or action.

Any exceptions other than listed above will be approved by the Area
Records Officer,

PROCEDURE

Enclosure 2 illustrates the flow of copies of "Gontrol Tickets",
and the blocks or spaces of the specimen form are numbered 1
through 1€ with the following specific instructions for preparation
cf the respective blocks as numbsred:

CoTleh  I-N-TeE-R-NoA-L U-S-E OuN.L-¥
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(1)

(2)
(3)

STATINTL

(4)

(6)

(7)

(8)
(9)

-~ This apace is

W
@

arved for use of the origi-
ion or component ag a sequence of numbers for out
g01ng uarreﬁpondencey prioy to assigmment of Office of Loglgtlcs
sontrol munber in Space (4). Use of this space is optional.

_Cluzss® = Insert necurity classification of the docu-
Thb #Control Tickels® will be protected as though bear-
lassification of the document,

HOrigin® .~ FEnter organizational symbol of the criginating
componpnu including Divisicn, Staff, Bransh, etc., Examples
8D/SCB

"File No." ~ This spacs is reserved for use of the Records
and Services Branch, The number assigned will indicate the
Office, ike calendar year and document GOﬂtroi nunber,
Eaamp@ea OL 5 4694,

®Date of Mat,% . This aspace is for the aciual dale of the
docurent, IT the date of the document is to be inserted at

z later time, this space must be left blank. If it is desired
o indicate the date the material is typed, this may be added
irn blank epace under subject,

®Date Rec'd.” « This indicates the date initially received

in the Office of Logis tics3 Adninistrative Staff; Records and
Services Branch,

"Date Qui" - Indicates "Date Dus Cuth and 1s used by the
Reccrds and Services Branch to indicate the suspense date when
appropriate,

“Routiugh® ~ This space is not used in the OL control system.

"Cross Reference - This spece way be used for cross refer-
encing to cther correspondence, cable or dispatch number; and
for indiceting component where fiied, or identification of
subject or project where filed,

"Subject?® - Insert subject as appearing on the document,
plug any additional information useful or helpful in identify-
ing documents.

C-T-A I.N.T-E-R-N-AL U-8.F O-NeL-Y
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(11) "To: From:" - Alithough no printed space is provided al
present, below "Subjest! insert to whom correspondence is
sddressed and from whom it emanates (this is the signer, not
necessarily the originater),

(12) "Routing — Time Qui" . TInsert ernly the organization symbol
of the first channel or routing of the sorrespondence. Each
recipient wiil inser®t the nex' successive chamnsl or routing,
The Records and Services Branch (Registry or Mail Room) need
not be shown on routing, unless a document is aszigned there
for action cther than recording and transmitting, "Time
Out® is %o indicate date ovt to the point of routing.,

(13) "Defer Actirn Until® < Thiz space is not used in the OL
control aystem,

(14) "Answered" .. When appropriate, insert here the deie reply
prepared, and dispatch or cable number of reply *f appli-
cabie, (See paragraph b, belew for procedure on replies to
documents bearing a correspondence conirol number) ,

(15) ®N¢ Reply" - The component “o which charged will indicate
by initials on the Number 1 copy of Form No. 35-1 when no
reply to the document is required, This will enable the
Records and Services Brauch to relieve guspense’ and file
contrel ticket as = completed action,

(16) "Courier No." - This space may be used for recording the
number of the courier's receiph when dispatched outside the
Office,

Replies %o decuments which bear a correspondence control number
will not be assigned a different number; nor is it necessary to
prepare an additional sel of sontrol tickets if space primits all
neceszary entries., The letter "AW 7 indicate "answer" will be
added to the exisiing number and inserted opposite the first
routing appilicable to the answer, When suffirient copiles of the
contrcl ticket are noi available cr the subject has been supple-
mented, an additionsl set of control tickets may be prepared,
bearing the original control number, pius the letter "AW, Exanple:
OL 5 555-A (See enclosure 3),

When copies 4, 5, and € have been J2tached and additional coples
are needed; a second series of conbrol tiskets will be made, dupli-

cating informetion on the first series, and adding "2nd, series®
to the number indicated in space (4). The routing will be a

Approved For Release 5061/08/31 N GLERDH78.04370/4A0001AD030030-3
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continuation of the first series,

d. The No, 1 copy of the "Conirol Ticket" will remain attached (not
stapled) to the upper left corner of documents until dispatched
cutside the Office or filed., When such acticn is completed, the
No, 1 copy will promptly be forwarded to the Reccrds and Services
Branch To complete the record. The component to vhich last
charged is reaponsible for the document until relieved of re-
sponsibility by routing through the Divisicn or 0ffice control
point for charsing to another compcnent, When documents are
hend-carried by operating persomnel to points ocutside the Office,
The appropriate control point will make nctation in space (12)
as Lo the component to which dsiivered, the date of delivery, and
name of person hand-carrying the document,

Divieion, Staff, and Branch copies of the "Control Tickets" may
be filed numerically (which is alsc chronclogically), by source,
cr by subject as best fits the needs of the component,

4
o

6. Refsrenced Instructions specifically covering cables, ui&patches,
- and Top Secrel material shall be adhered Lo and the provisions of
this Instruction are not intended to conflict thezﬁw1t

Chief, Administrative Staff, OL

FCR THE DIRRCTOR OF LOGISTICS:

STATINTL

2 BEoclosures

STATINTL OL,/AS /R&S -gmm

CuTlwh I-N-TwFeRwNed-l. UeS<E  0-N-L--Y

&
¥
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TYPES OF DOCUMENTS EXCEPTED FROM THE FORM 35-1 CONTROL PROCEDURE

2
3.
4o
5
6.
7o

9.

10,
11,
12,

13.

Lo
15.

16,

Requisitions

Purchase Orders and Vouchers

Contracts and Leases (except as indicated in paragraph 4.b.)
Requests for Bids, Bids and Awards

Shipping Documents and Requests for Shipment

Travel Orders, Vouchers, and Requests for Advances

Invoices, Bills, and Bills of Lading

Personnel Action Change Forms, Fitness Reports, and Career
Membership Applications

Advice of Allotment Authorizations and Overtime Requests and
Reports :

Time and Attendance Reports

Agency and Office Regulations, Instructions, and Procedures

Catalogues, Brochures, and Library Material

Material dispatched or received through covert Post Qffice
Boxes

IBM Machine Run Tabulations
Correspondence with contractors, the 0ffice of Security or
other Agency components regarding clearances and related

security matters as posted on individual security cards.,

Public Building Service Work Orders

C=I=f IL.N-T-E~-R-N-A-L U.S-E O-N-L-.Y¥
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CONTROL NG SEC, CIASS GRIGIN Filr No.
) o) 3) &)
bATE oF MAT. DATE  REC'D BATE ouT VUTING
E) (C) (7) (8) CRoSS  REFERENCE
®
SUBTECT
(0
ROUTING | Do
@ To: )=
~ FROM:
,;n ACTION mm.,é;)mﬁo % )NO- REPLY @mu No-

FORM No.
Fre. 1952

35-1

FILE AND ROUTING SLIP

(/8 -ya)

BEneclcsure No. 2

INCOMING CORRESPONDENCE

Control Tickets prepared by
R & S Branch and number assigned,
which appears on the ticket and
all copies of the document.

QUTGOING CORRESPONDENCE
Control Tickets prepared by
secretary or clerk in originsa-
ting component, attached to the
document and routed through
R & S Branch for numbering.

Form No. 35-1, to be redesignated Form No. 238, is comprised of six parts:

-
Copy No. L
or filed.
Copy No. 2
material.
Copy No. 3
Copy No. &
) Copy No. 5
./’
Copy No.: 6

-

Stays with the document until finally dispatched, replied to,

Retained by R & S Branch and filed by origin or source of

Retained by R & S Branch.
pending return of No. 1 Copy as reply, indicating "no
reply required" or "filed in Div/Staff.”

Same as Copy No. 5.

Filed numerically in suspense

Copy taken by Div. or Staff as record of receipt or
dispatch of materiasl and disposition within the Div.
or Staff.

Copy taken by Branch or other component as record
of receipt or dispatch of material and disposition
within the Branch or assignment to an individual.
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Enclosure 3.

FXAMPLE OF PROPERLY PREPARED INC(MING TICKET

CONTROL No SEc. CLASS ORIGIN FILE Ne.

Secret | Management Staff OL 5 5555
DATE OF MAT, DATE REc¢’D DATE ovuT RouTING CRoSs REFERENCE
14 Nov 55 14 Nov 18 Nov
SvBTECT

Example of Properly Prepared
m4 i : TIM
Control Ticket ROU'“NG DUTE

TO: Chief, Admin Staff/OL OL/Admin | 14 Nov
FROM: Chief, Mgt. Staffl R & S Br. | 15 Nov
DEFER ACTION  UNTIL ANSUWERED No REPLY COURIER No.
FoRIv No,

Feg, Q% 35-’

FILE AND ROUTINIG SLIP ]

EXAMPLE OF OUTGOING REPLY TO ABOVE (same ticket)

ConThoL, Mo, SEC. ClASS ORIGIN FILE No.
Secret | Management Staff QL 5 5555-A
PETE oF MAT DATE Rec’b DATE ouT RouT)NG CRosy REFERENCE
1k Nov 55 14 Nov 18 Nov
Sugrser
Example of Properly Prepared
Control Ticket.
ROUTING | ToU%
TO: Chief, Admin Staff/OL
FROM: Chief, Mgt. Staff OL/Admin | 1k Nov
R& S Br.| 15 Nov
__________ - A- |OL/Admin | 17 Nov
A - TO: C/Mgt. Staff C/Mpt. S | 18 Nov
FROM: €/Admin Staff
SUBJ: ©Same
DEFER  ACTIon UNTIL ANSWE RED No ReFLY COURIER No,
17 Nov 55
ForR™M  NoO.
res. nex 3971 FILE AND ROUTING SLIP ]
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